APPLICATION FOR RECORDS RETENTION SCHEDULE | OFFICE OF THE SECRETARY OF STATE
lEOORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this foan Forward signed original to
Department of Archives and History, Records Management Division, 333 Capitol Avenue, Atianta, Georgia, 30334,
Attention: Scheduling Section.

FOR AGENCY USE 1. Agency Address - FOR NECORDS MANAGEMENT USE

Application Date Department of Education : Application Nmber _
‘ Office of Instructional Services 8 2. - 3 22
Application Number Division of Special Programs Dute Received Dete Complated
Atlanta, GA 30334 - ]
AUG 9 1982 bBEP 16 1982
2, Person to Contact ' Working Title Telephone Number
Dr. Ellouise C. Collins Director 656-2678

3. Action Reguetted
a. K Establish Retention Schedule; record will continue to accumulate.
b. [ Dispose of present accumuistion; no further accumulation anticipated,

¢ D Amend ApplicationNo. _____________ Check One: T Change; DO Supercede; T Void

4. Dates of Series 5. Records Series Title (followed by titie used in office; if d:ffermr}
Earliest Latest

| To Date Handieapped Students Cpmplalnt Files

6. Division and Office Function What is the functio-n.of the Division and the Dffice in which this record series is created?

The Division of Special Programs provides leadership to Title I, migrant,
bilingual, special education and compensatory education programs in the public schools,
institutions and other delivery systems as specified in the Adequate Program of Education
for Georgia Act (APEG), Assures that through a continuum of services all handicapped and
gifted children are provided adequate educational experiences. Implements procedures for
expenditure of state and federal compensatory and migrant funds for services to eligible
children in accordance with state and federal laws and regulations.

7. Record Series Description This file contains the following documents (inclide form numbers and titles, if any):
Attach sarnples of the file.

Documents relating to: ¢totaplying with requirements of P.L. 94-142 to provide a state complaint
officer to handle complaints from parents of students concerning special education

needs.
Induded are: individual complaints from parents add related correspondence and other
documents. -

File is sranged: chronologically by fiscal year; thereunder alphabetically by local school
system; thereunder alphabetically by student last name.

8. Monthly Reference Rate How often are records referred to which are:
Onetosixmonthsold _____________; Seventotwehemonthsold _____ ____; Thirteen to twentyfourmonthsold ____ __ :
twenty-five monthsandolder _____?

9. Annusl Rate of Accumulation of Records

Lettersizedrawers __________Llegalsizedrawers ____ _:Shetves ___ _ ; Oﬂﬂ!r {specify)
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YES

NO | 10. Ouestionnaira  {Piace an X" in the proper column)

a. ks this the official copy of the series? o : .
if not, where iy it? :

b. Does the n confidentia on security handling? ,melaw reguiati
ges the gories 43, 34(:FR99 ia) informyfjon reaviring gl W yes o ‘on.

X ¢. Is this a vital record?

d._Does this series have historical or long term research value?

e. Whenomortwodocumntsmtheﬂlemkenmmytnkeepthecnwef‘leforalongperlod could these

B4 =

g Isthe lnformatlon contained in this series ever lnﬂyzed and/or ricnrded ina wmmmnd report?
__If yes, attach copy,

h. Is there a duplication of this series in your office, or in another office or agency?

X
X I ves. where?
X | i ls this secies (or # major portion of itl regutarly microfilmed?

X } j Does the record series result in a computer printout?

"

Retention Requirsments The following requires the series to be kept:

a. State Law years. d. Audit period

years.

b. Statute of limitation years, e, Administrative need 15

years,
years.

c. Federal law years. f. Federa! retention instructions

-1

Attach copy or excert of laws or regulations, Explain administrative need,

-

12.

Approved Disposition Instructions This agency recommends that the file series be cut off at the end of each:

O Calendar Year; K Fiscal Year; O Other : - then,

K Holdinthe currentfilesarea ____~ _monthis) __1 . - year{s); then
O Transfer to local holding area; hold ______ year{s); then

O Transfer to State Records Center;hold _—_______ year(s); then

O Destroy.

& Transfer to State Archives for permanent retention.

O Other (Specify)

These instructions apply to all prior and future accumulations of the series.

|

Rnwzﬂx Managemem 'Ofﬁcl't (S@mt‘un!l <

| Agency Head/Designes _(Signature)

:ﬁm;:‘x;“ State Auditor/Designee 4 h M 7>

{1f disapproved, attach letter

Stats Records Committee fégnatum}

of explanation.) gésum of State/Designes W J o ﬂ 3/ /ﬁ/

| Attorney Generai/Designee Y32 &2
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